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ADVISORY COMMITTEE MANAGEMENT OFFICE
Procedures for Preparing
Advisory Committee Correspondence and Packages

1. GENERAL

This document describes the Advisory Committee Management Office’s (ACMO)
streamlined procedures and standards for correspondence for the Department of
Veterans Affairs (VA) Federal Advisory Committees requiring the signature of the
Secretary (SECVA), Deputy Secretary (DEPSECVA), or other officials in the SECVA
Office. ACMO serves as the coordinating office for the Department’s Federal Advisory
Committees and is responsible for ensuring continuity in management practices and
compliance with the provisions of the Federal Advisory Committee Act (P.L. 92-463)
(FACA) with respect to Advisory Committee establishment, operations, ethics, and
duration. Also, ACMO is VA’s principal point of contact on advisory committee matters
with the General Services Administration (GSA) and the Library of Congress.

2. CONTROLLED CORRESPONDENCE

a. To ensure timely responses and follow-ups, all VA Federal Advisory Committee
correspondence requiring SECVA-level review and approval is electronically controlled
and tracked in the VA Correspondence Tracking System (currently known as VIEWS).

b. ACMO tracks correspondence requiring review, approval, or reply from the
SECVA and DEPSECVA to the House and Senate Committees on Veterans’ Affairs,
Library of Congress, and other Committees and agencies with high-level interest in
Advisory Committees.

c. Correspondence includes Committee charters (establishment, renewal,
reestablishment, amendment, or termination), Committee membership (nominations,
appointments, reappointments, and terminations), Federal Register notices (meetings or
membership solicitations), Committee minutes, reports and recommendations.

d. Under Secretaries, Assistant Secretaries, and Other Key Officials will designate a
program office and individual within their respective organization, who will serve as a
Designated Federal Officer, or Committee Manager, responsible for managing an
Advisory Committee that aligns with the program responsibilities and other ACMO
correspondence assigned to their organization.

e. The VA Federal Advisory Committee staff support and program officials will use
the VA Correspondence Tracking System to initiate, monitor and close Advisory
Committee correspondence received or generated in their offices to ensure that it is
processed in accordance with the quality and timeliness standards specified in this
guidance.



f. General Formatting of Documents.The following format applies to ALL
documents (Note: All formatting of documents are in alignment with the EXECSEC
Style Guide Release 2.0. See attachment):

Font size — 12 point, font Arial and 0-point kearning (the spacing between
characters in a proportional font);

Spacing - one space after punctuation at the end of sentences and colons;
and between addressee state and zip code

Margins - 1 inch all around;

Paragraphs indented (5 spaces or 1 tab); single spaced; single space
between each;

Abbreviations and acronyms — spell out all abbreviations and acronyms
the first time they are used in your documents; if abbreviation is not
used later in the document, do not introduce or create an acronym;
Capitalization are not used on the following words unless used at the
beginning of a sentence: internet, intranet, web or website;

Commas — VA no longer uses the oxford comma; when using commas to
separate elements of a series, do not put a comma before the conjunction;
Email references — Do not say “by email at”. List the email address (for
example, at Jane.Doe@va.gov);

Headings and subheadings should have consistent formatting. Each page of
multiple page documents (reports, testimony, questions for the record,
information and fact sheets) should have a heading;

Hyperlinks — Hyperlinked email addresses and websites are acceptable (for
example, at Jane.Doe@va.gov or www.va.gov/advisory;

Outline levels should be consistent throughout the document;

Phone numbers — phone numbers should will be written as 202-461-0000 (no
parentheses should be used in phone numbers);

Salutation — Dear Representative Smith (not Congressman Smith); and
Suffixes — Name suffixes such as Jr. or Sr. and Ill are not preceded by a
comma.

g. Addressing Congressional Correspondence. Use Correct Addresses and
Salutations:

The Honorable
U.S. House of Representatives
Washington, DC 20515

o Dear Representative

o Dear Mr. Chairman

o Dear Madam Chair

The Honorable
United States Senate
Washington, DC 20510
o Dear Senator
o Dear Mr. Chairman
o Dear Madam Chair


mailto:Jane.Doe@va.gov
mailto:Jane.Doe@va.gov
http://www.va.gov/advisory

CORRESPONDENCE CONTROL AND TRACKING
3. ADVISORY COMMITTEE PACKAGES

ACMO receives, reviews, concurs and tracks all Advisory Committee packages
completed by the program offices for SECVA or DEPSECVA through the VA
Correspondence Tracking System. For each committee package, the original and final
documents are routed to ACMO for final review and ensure accuracy of package
assembly. Prior to electronically assigning the package to ACMO (00AC), the program
offices must ensure all changes, edits or corrections have been made and all required
offices have concurred such as Veterans Health Administration (VHA) (10), Veterans
Benefits Administration (VBA) (20) or National Cemetery Administration (NCA) (40), etc.
For each Committee package, the original and final documents are routed to ACMO for
final review and ensure accuracy of package assembly. ACMO will review the package
to determine whether all required concurrences are received, edits are completed and
all essential Committee documents are uploaded to the VA Correspondence Tracking
System. After ACMOs review, if all requirements have been met, ACMO will make an
electronic assignment to the Office of General Counsel (02), the Office of Congressional
and Legislative Affairs (009) and the Office of Public and Intergovernmental Affairs
(002) for review and to obtain their formal concurrence, as appropriate. Once they
concur, ACMO will concur on the respective Committee package and make an
electronic assignment in the VA Correspondence Tracking System to the Office
of the Executive Secretariat (001B) (EXECSEC). ACMO will deliver the final hard or
electronic copy package to EXECSEC for final review and signature.

3a. Committee Charter: All proposed charters for the establishment, renewal or
amendment should be submitted in draft form through the VA Correspondence Tracking
System for consultation and review by ACMO prior to submitting a final charter package
for formal concurrence or approval. Charter content requirements will vary for
discretionary, statutory and Presidential Committees. For more information about these
Committee types, please review the section on Charter Committee Package in the
ACMO Guide (revised September 2021). The charter renewal process must start at
least 90 days in advance of the charter’s termination date to give ample time for
program and staff offices to review and concur.

Note: For discretionary Advisory Committees, if the charter is not renewed timely by its
2-year date, GSA requires the charter to be reestablished, potentially causing a longer
wait time for the Committee to resume activities and meetings. If reestablishment does
occur, the supporting documents and letters should include the “reestablished”
language. See Federal Register Notices below for making public announcement of the
establishment of a discretionary Committee. Also, during the chartering process,
Advisory Committees are required to provide a description of their plan to attain a fairly
balanced membership; and update its plan, as applicable.

Note: To submit a charter package, see the Concurrences section (page 9) of this
document. Samples are shown in Appendix D — Sample Charter Documents.

3b. Subcommittee Establishment: With the DFO’s approval, the Committee is
authorized to establish subcommittees to perform specific projects or assignments as
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necessary and consistent with its mission.The Committee Chairperson shall notify the
Secretary, through the DFO, of the establishment of any subcommittee including its
function, membership and estimated duration.The objectives of the subcommittees are
to make recommendations to the chartered Committee with respect to matters related to
the responsibilities of the chartered Committee. Such subcommittees may have
workgroups but may not work independently of the chartered Committee.
Subcommittees have no authority to make decisions on behalf of the parent Committee
nor can they report directly to VA. A DFO, or alternate DFO, must be present for all
subcommittee activities and take notes. A responsible Federal Government employee
must be present for all workgroup activities and take notes.

3c. Committee Membership: Individuals are nominated, selected and appointed to a
VA Federal Advisory Committee based upon their qualifications, skills, experience and
ability to contribute to the accomplishment of the Committee’s objectives. The statute or
charter that establishes the Committee often includes specific requirements for
Committee membership such as prior military experience or expertise in a particular
subject area. FACA requires that Committee membership be “fairly balanced in terms of
points of views represented and the functions to be performed.” As a result, Committee
members generally have personal and professional experiences that match the program
responsibilities of their sponsoring agencies and the specific scope of the Committee on
which they serve. In balancing Committee membership, VA also ensures representation
of diverse and sometimes opposing viewpoints, to provide a foundation for developing
advice and recommendations that are fair and comprehensive that represents the
demographics of the constituency it was formed to serve.

A nomination package includes a memo to SECVA, a brief biographical description of
nominees and members; and a decision page. Reference to a nominee or member
must include the member’s full name (first, middle, and last), credentials (e.g., M.D.,
Ph.D., etc.), military rank (if applicable), term of service, and whether they serve as
member or Chair of the Committee. Reference to a nominee and member must be
consistent throughout the package.

Note: When capturing the nominee or members’ credentials or degrees, only periods
are to be used for B.A., M.A., M.D. or Ph.D. degrees. All other credentials or degrees
do not require a period, such as EdD or MPA.

The nomination package should be prepared and sent to SECVA 90 days in advance of
the expiration of membership terms.

A certificate of appointment, along with an appointment letter, is included in when
appointing a new Committee member. The DFO sends a request for a certificate of
appointment to ACMO including the nominee’s full name, credentials, military rank, term
of service and whether they serve as a member or Chair. ACMO makes the request for
the certificate of appointment to the Media Services Division.

A certificate of appreciation is prepared, along with a termination or thank you letter, for
Committee members when they complete their service on a VA Federal Advisory
Committee, resign or leave for other reasons. This certificate is generated by ACMO
and included in the membership package requiring SECVA’s signature. Members who
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are reappointed, do not receive a certificate since their reappointment is a
continuation of their original appointment.

Additionally, a National Agency Check with Inquiries or background investigation may
be required for recommended new Committee members. The administration or program
office is responsible for initiating this process.

Note: To submit a membership package, see the Concurrences section (page 9) of this
document. Samples are shown in Appendix E — Sample Membership Documents.

3d. Advisory Committee Reports: Specific reports are required on Advisory
Committees for SECVA, the House and Senate Committees on Veterans’ Affairs, or the
GSA Committee Management Secretariat. The reports convey Committee information,
which provides advice and recommendations to SECVA on a wide variety of programs
that deliver benefits and services to our Nation’s Veterans. Other internal VA reports are
required for management purposes on the assessment and projection of Advisory
Committee activities.

Annual Comprehensive Review (ACR): As required by section 7(b) of FACA, GSA’s
Committee Management Secretariat must conduct an ACR of all activities and
responsibilities of each Federal Advisory Committee based on each fiscal year (October
1 through September 30). All information gathered on an Advisory Committee is entered
on the GSA’s FACA database at
https://www.facadatabase.gov/FACA/FACAPublicPage.

Throughout the year, the DFO begins preparing the individual Committee’s report by
entering data on Committee meetings including actual costs for the fiscal year,
estimated costs for the next fiscal year, meeting dates, updated Committee member
information and the activities and accomplishments of the Committee.

Upon the DFQO’s submission and verification of the ACR, ACMO staff performs a review
of the report for completeness and accuracy. ACMO staff will provide feedback or
comments, as needed. When ACMO completes its final review, the individual report will
be verified as complete to GSA. Once VA has submitted all Advisory Committee
reports, GSA will review the reports and may consult with ACMO to make final. Once
GSA has finalized all Departments’ Advisory Committee reports, they will submit a
report to Congress and the information will be available to the public.

VA Annual Assessment of Committee Activities (Performance Review): An Annual
Assessment of Committee Activities is submitted on each VA Federal Advisory
Committee for the current calendar year (January through December) and is due to
ACMO by December 1. A template is provided in the ACMO Guide (revised September
2021).

The assessment must be signed by the program office leadership and Committee Chair
after consultation with the DFO. When all required signatures are received, the
assessment is sent to ACMO electronically via email. The following items are included:

e Overall summary of the Committee;
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e Committee’s effectiveness and contributions to achieving VA priorities;

e Usefulness of communications between the program office and the Committee;
e Description of the quality of Advisory Committee recommendations;

e Any Advisory Committee products, such as recommendations or a report;

e Actions taken to implement Advisory Committee recommendations; and

e Program office assessment of the Advisory Committee’s work.

Annual Operations Plan: An Annual Operations Plan is submitted annually for each
Advisory Committee’s next year projected activities (January to December) to ACMO by
December 1 each calendar year. A template is provided in the ACMO Guide (revised
September 2021).

The Annual Operations Plan must be signed by the DFO and the Advisory Committee’s
Chair after consultation with the respective program officials. Once all required
signatures are received, the Plan is sent to ACMO electronically via email. The following
items are included:

e Specific areas of Committee interest for the upcoming year,

e Committee objectives and expected Committee activities, such as briefings and
site Visits;

e Approximate date(s) of any expected recommendations, reports, official
communications, or other deliverables; and

e Information indicating which quarter of the year for any proposed engagement
with SECVA, DEPSECVA or Chief of Staff.

3e. Committee Reports, Recommendations and VA Responses: VA Federal
Advisory Committees must provide a report or recommendatons to SECVA no later than
the date identified in its statute or charter. The Committee report contains an
assessment of the respective Committee’s review of specific VA programs, activities
and policies designed to accomplish its purpose.

Recommendations and VA Responses: During Committee meetings, Committee
members’ deliberation action is captured in either a Committee’s report and/or
recommendations to SECVA. These recommendations can result in significant
improvements in service or reductions in cost to the Veterans or provide an important
addition perspective or viewpoint affecting VA operations and its service requirements
to Veterans. See Appendix C — SMART Recommendations — Template. Using this
template, the Committee can develop more impactful recommendations which can
eliminate ambiguity and redundancy.

Unvetted Reports or Recommendations: Unvetted reports or recommendations are
the original reports or recommendations submitted by the Committee to the VA
administration or program office supporting the VA Advisory Committee. Unvetted
reports or recommendations excludes VA responses. Unvetted reports are required to
be routed to ACMO, and ACMO will upload to the GSA FACA Database, as part of the
current year ACR Report. Committees are no longer required to send the unvetted
report or recommendations to SECVA as an FYI. The steps routing the unvetted
reports are as follows:



1. After the VA administration or program office (or DFO) receives the unvetted
report, they should send it directly to ACMO via email at vaadvisorycmte@va.gov
or interoffice mail at ACMO (00AC); and

2. ACMO reviews and uploads the unvetted report or recommendations to the GSA
FACA Database.

Vetted Report or Recommendations: Vetted reports or recommendations are the
original reports or recommendations submitted by the Committee to SECVA. Vetted
reports or recommendations includes VA responses to the Committee’s
recommendations.

The supporting administration or program office is responsible for disseminating the
Advisory Committee’s reports or recommendations to the appropriate VA administration
or program office via assignment in the VA Correspondence Tracking System,
coordinating input from those offices, and synthesizing input into SECVA'’s official
response within 120 days of a Committee meeting. Any administration or program office
that is asked by the supporting office to respond to an Advisory Committee
recommendation is responsible for providing the supporting office with timely responses
to the report recommendations and, when appropriate, with action plans in the required
format for implementation of the recommendation(s). ACMO is responsible for tracking
all responses to Advisory Committee reports and recommendations for EXECSEC. The
appropriate administration or program office responds to reports and recommendations
using the following responses:

e Concur: VA agrees with the recommendation and will implement.

e Concur-in-principle: VA agrees with the recommendation in concept but is
unable to implement.

e Non-concur: VA does not agree with the recommendation and will not
implement.

All responses will include a brief explanation of the reason for the response. A
concurrence will include a detailed action plan for implementation. A sample action plan
is shown in Appendix A. Additionally, any response that is a non-concur or concur-in-
principle will include a detailed explanation of the inability to implement.

Note: Work processes must be efficient so that time is built in for each level of review
and to facilitate prompt concurrences. Deadlines are established with sufficient time to
meet expectations for delivery to external parties and to allow the Committee to receive
and deliberate VA responses at its next Committee meeting. See Committee Report
and Recommendations Flow Chart in Appendix B.

4. CONCURRENCES

A concurrence is an office’s acceptance of a product, as written. It is not a review or
editing process. A Concurrence and Summary Sheet, (VA Form 4265) is used by the
administration or program office to obtain concurrences on correspondence prepared
for the signature of SECVA or DEPSECVA.
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4a. Charter Package: The action office (administration or program office) finalizes the
charter package after all changes, edits or corrections have been made and
concurrences received from the program office and/or other offices which are required
to provide comment or concurrence. ACMO tracks the concurrence process in the VA
Correspondence Tracking System and does not take any final action on the final
package until the appropriate offices’ authorized signers concur or non-concur.

The action office makes an electronic assignment to ACMO in the VA Correspondence
Tracking System and routes the hard copy or electronica package to the ACMO staff via
interoffice mail or email delivery. Upon receipt of the electronic assignment and/or hard
copy package, ACMO conducts its initial review of the content, ensures all
concurrences are received, and determines if all required documents are included in the
package. ACMO edits or provides feedback to the program office, if necessary. If no
changes are required, ACMO initiates a consultation with GSA to ensure the charter
meets all legal and regulatory requirements. Subsequently, ACMO makes an
electronic assignment to OCLA, OGC, OPIA and Senior Advisor for review and
formal concurrence.

After OCLA, OGC, OPIA and Senior Advisor provides their formal concurrences, ACMO
uploads their formal concurrence and makes an assignment to EXECSEC.

If submitting a hard copy package, all documents included in the original package
should be tabbed or labeled as shown in the chart below (in ascending priority order —
top page to bottom page); however, if submitting an email copy of the package ensure
the items attached are bulleted as shown below:

4b. Charter Establishment, Renewal, or Amendment Chart:

Left Side of Folder Right Side of Folder

VA Form 4265 — Concurrence and Memorandum to Secretary (00)
Summary Sheet — Concurrence(s) (i.e.,
10, 20, 40, 002, Senior Advisor, 00AC)

Comments provided during concurrence(s) | DRAFT — Established, Renewed or
(Immediately placed/filed under the Amended Charter

respective administration or program office
concurrence sheet)

A copy of the Committee’s most recent Filing Letters to House and Senate of
Annual Operating Plan Veterans’ Affairs Committees (include
Secretary’s signature block) but these are
not required to be on letterhead

A copy of the Committee’s most recent Filing Letter to Library of Congress (include
Annual Assessment of Activities CMQO’s signature block) to be provided to
ACMO on VA letterhead

Current Charter

If statutory, copy of the Committee’s
Statute.

Current Membership Balance Plan

VA Form 0907 — Strategic Communication
Review/Summary and Approval Sheet
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4c. Subcommittee Establishment Package: The subcommittee establishment
package serves as information to SECVA that the Committee is executing this option.
The action office finalizes the subcommittee establishment package after all changes,
edits, or corrections have been made by the program office and/or any other office that
is required to provide comment or concurrence (i.e., VHA Executive Correspondence
(10B1), VBA Executive Correspondence (20) and NCA Executive Correspondence (40),
Senior Advisor, etc.). The action office must obtain all required or applicable
concurrences prior to forwarding the charter package to ACMO. ACMO tracks the
concurrence process in the VA Correspondence Tracking System. ACMO does not take
any final action on the final package until the appropriate offices’ authorized signers
concur or non-concur.

The action office makes an electronic assignment to ACMO in the VA Correspondence
Tracking System, and hand carries the hard copy package to EXECSEC. EXECSEC
staff conducts a final review and makes any edits to content or document format, if
required. Additionally, EXECSEC obtains SECVA'’s approval or initials on VA Form
0907. After SECVA initals the VA Form 0907, EXECSEC routes the hard copy package
back to the action office.

All documents included in the original or hard copy package should be tabbed or
labeled as shown in the chart below (in ascending priority order — top page to bottom

page):

4d. Subcommittee Establishment Chart:

Left Side of Folder Right Side of Folder

VA Form 4265 — Concurrence(s) (i.e. 10, Memorandum to Secretary (00)
20, 40, 002, Senior Advisor, 00AC)

Comments provided during concurrence(s) | Subcommittee Membership Balance Plan
(Immediately placed/filed under the (different from the Parent Committee’s
respective administration or program office | Membership Balance Plan)

concurrence sheet
**Cannot mirror or duplicate language**

Current Charter

VA Form 0907 — Strategic Communication

4e. Membership Package: The action office (administration or program office)
finalizes the nomination of the membership package after all changes, edits or
corrections have been made by the action office and/or any other office that is required
to provide comment or concurrence. The action office must obtain all concurrences prior
to forwarding the nomination membership package to ACMO.

Note: OCLA, OGC and OPIA is not required to review and/or concur on a nomination
membership package. However, a Senior Advisor is required to review and concur.

ACMO tracks the concurrence process in the VA Correspondence Tracking System.
ACMO does not take any final action on the final package until the appropriate offices’
authorized signers concur or non-concur, including the Senior Advisor. Next, the action
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office makes an electronic assignment to ACMO in the VA Correspondence Tracking
System and routes the hard copy package to ACMO via interoffice mail or delivery; or
electronically via email. Upon receipt of the electronic assignment and/or the hard copy
package, ACMO conducts its final review of the content, ensures all concurrences are
received and determines if all required documents are included in the package. ACMO
edits or provides feedback to the program office, if needed. If no changes are required,
ACMO uploads its formal concurrence and makes, an assignment to EXECSEC and
provides the final package to EXECSEC via email.

EXECSEC staff conducts a final review and makes any edits to the content or document
format, if required, and obtains SECVA'’s approval. When approved by SECVA,
EXECSEC dispatches the signed letters of appointment, reappointment, and/or
termination, along with the signed certificates of appointment and appreciation to the

Committee member.

If submitting a hard copy package, all documents included in the original package
should be tabbed or labeled as shown in the chart below (in ascending priority order —
top page to bottom page); however, if submitting an electronic copy via email,
attachments should be bulleted as shown below:

4f. Membership Nomination, Appointment, Reappointment, or Termination Chart:

Left Side of Folder

Right Side of Folder

VA Form 4265 — Concurrence and
Summary Sheet - Concurrence(s) (i.e., 10,
20, 40, Senior Advisor, 00AC)

Memorandum to Secretary (00)

Comments provided during concurrence(s)
(Immediately placed/filed under the
respective administration or program office
concurrence sheet)

Biographies of Members

Current Charter

Decision Document (include SECVA'’s
signature block)

If statutory, copy of the Committee’s
Statute

Current Membership Balance Plan

Reappointment Letter(s) (if applicable)

Membership Profile Sheet

New Appointment Letter(s) (if applicable)
(Media Services prepares/prints the
Certificate of Appointment for new
members with Secretary signature only)

VA Form 0907 — Strategic Communication
Review/Summary and Approval Sheet

Termination or Thank You Letter(s) (if
applicable)

(ACMO prepares/prints the Certificate of
Appreciation)

Non-Selection Letter(s) (if applicable)

Attachments for new appointees:
1. Ethics (most recent version)
2. Current Charter (signed)
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4g. Reports and Recommendations and VA Responses Package: If submitting a
hard copy package, all documents included in the original or hard copy package should
be tabbed or labeled as shown in the chart below (in ascending priority order — top page
to bottom page); however, if submitting an electronic copy via email, attachments
should be bulleted as shown below:

4h. Reports and Recommendation(s) Chart:

Left Side of Folder Right Side of Folder

VA Form 4265 — Concurrence and Memorandum to Secretary or Chairman
Summary Sheet - Concurrence(s) (i.e.,
10, 20, 40, Senior Advisor, 00AC)

Comments provided during DRAFT — Response to Report or
concurrence(s) (Immediately placed/filed | Recommendations

under the respective administration or
program office concurrence sheet)

Current Charter Filing Letters to House and Senate of
Veterans’ Affairs Committees (include
SECVA'’s signature block)

VA Form 0907 — Strategic Filing Letter to Library of Congress
Communication Review/Summary and (include CMOQ’s signature block)
Approval Sheet

Copy of Chair letter and Committee
report or recommendations

4i. Federal Reqgister Notices: There are several types of Federal Register notices
such as, Notice of Intent or Charter Renewal, Notice of Meeting (NOM) and Notice of
Solicitation for Appointment. ACMO focuses primarily on the following Federal Register
notices:

Notice of Intent or Charter Renewal: A notice of intent or charter renewal is an
announcement to make the public aware of VA establishing, reestablishing or renewing
its Committees’ charter. The notices provide specific details, such as the name of the
Advisory Committee, summary of the Committee, the establishment, reestablishment or
charter renewal date, and the VA CMO'’s contact data. ACMO prepares and submits the
notice of intent or charter renewal to the Federal Register electronically.

Notice of Meeting: A NOM is an announcement to make the public aware of an
upcoming Federal Advisory Committee meeting. The NOM is required to provide
specific details, such as Advisory Committee name, time, date, place and purpose of
the meeting. Also included is the summary of the agenda and/or topics to be discussed,
date and time for public comment period, and a statement of whether the meeting is
open to the public or closed; and if closed, the reasons why, citing the specific
exemptions (see ACMO Guide revised September 2021) and the contact information of
the Committee’s DFO or other official to obtain additional information about the meeting.

The FACA regulation (41 CFR 8§ 102-3.105(a) requires that a NOM is published in the
Federal Register at least 15 calendar days prior to an Advisory Committee meeting.
However, VA's OGC recommends VA Federal Advisory Committee staff prepare
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Committee meeting notices at least 30 days (or more) in advance to ensure that the
notice requirement can be met. ACMO should receive the approved NOM (through
program office concurrence) at least 30 days prior to the Committee meeting via the VA
Correspondence Tracking System. After ACMO electronically submits the NOM to the
Federal Register, it may take the Federal Register up to 4 days to publish or due to
extenuating circumstances sometimes longer.

Under exceptional circumstances, less than a 15-day notice may be given. However,
failure to sufficiently plan far in advance, does not constitute an exceptional
circumstance.

Open Meeting Requirements: Federal Advisory Committee meetings are required to be
open and accessible to the public, except in limited, specified circumstances. If your
Advisory Committee is open to the public, the administration or program office makes
an assignment in the VA Correspondence Tracking System through normal
concurrence signature level. The editable NOM is uploaded to the VA Correspondence
Tracking System in a Word format. An assignment to OGC (024) is not required.

Closed Meeting Requirements: FACA regulations recognize that at times it is necessary
to close (or partially close) a meeting to public participation. An Advisory Committee
may be closed in accordance with the exemptions for closure contained in the
Government Sunshine Act 5 USC 552b(c). Common exemptions cited to legally close
Federal Advisory Committee meetings include:

e Discussions of classified information;

e Reviews of proprietary data submitted in support of Federal grant applications;
and

e Deliberations involving considerations of personal privacy.

Partially Closed Meeting: For example, if the Advisory Committee meeting is scheduled
to tour a VA Medical Center, the Advisory Committee meeting is closed to the public
during this time to protect patient privacy.

If the Advisory Committee meeting is closed or partially closed, the action office must
obtain all concurrences (within their program office) prior to forwarding the closed or
partially closed NOM package to ACMO. When all required signatures are captured, the
action office makes an electronic assignment to ACMO in the VA Correspondence
Tracking System. ACMO conducts its initial review of the content, ensures all
concurrences are received, and determines if all required documents (such as the
NOM, draft agenda, and VA Form 4265) are included in the package. ACMO edits or
provides feedback to the program office, if necessary. If no changes are required,
ACMO makes an electronic assignment to OGC (024).

Once OGC concurs, ACMO submits the final NOM to the Federal Register
electronically. Once the Federal Register publishes the NOM, ACMO provides a
courtesy copy to the respective Committee’s DFO.

Notice of Solicitation for Appointment: A notice of solicitation for appointment
(solicitation) is an announcement to make the public aware of an upcoming or vacancy
14



on a specific VA Federal Advisory Committee meeting. The solicitation provides specific
details, such as the name of the Advisory Committee, summary of the Committee, due
date to submit resume, DFO contact data, supplementary information and the
nomination requirements.

To submit a notice of solicitation for appointment, the DFO or action office prepares the
solicitation. You are not required to upload the solicitation to the VA Correspondence
Tracking System. After the solicitation is finalized, email the document directly to the
Committee’s assigned ACMO Program Specialist for action. ACMO reviews and
submits the final solicitation to the Federal Register electronically. Once the Federal
Register publishes the solicitation, ACMO provides a courtesy copy to the respective
Committee’s DFO.
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APPENDIX A - SAMPLE ACTION PLAN

DEPARTMENT OF VETERANS AFFAIRS (VA)

[Enter Committee’s Name]
[Enter Title as Recommendations or Responses to Recommendations]

[Enter Date of Recommendations or Responses to Recommendations]
Recommendation 1: The Committee recommends that VA standardize volunteer

identification badges as flash badges at all VA medical centers (unless the volunteer
requires the badge for computer access or access to a restricted area).

VA Response: Concur. There are only three types of Personal Identification Verification
(PIV) credentials: PIV Badge; Non-PIV Badge; and Flash Badge. Volunteers are
considered Without Compensation (WOC) Employees and are a critical component of
VA's supplemental services in the delivery of health care. Volunteers are required to
undergo on-boarding processes to obtain a PIV credential in accordance with Homeland
Security Presidential Directive 12, VA Directive 0710 and VA Directive 0735.

Recommendation 2: The Council notes that the Nation's academic health centers and
health professional schools have been an integral and indispensable component of VA's
health care system for 70 years, providing a significant fraction of VA's clinical workforce
as well as ready access to expertise that would be unavailable in the absence of this
innovative public-private partnership. Therefore, it is entirely logical that academic
affiliates retain this role in VA's new health care system. Accordingly, the Council
strongly endorses the inclusion of academic affiliates as members of VA's Core Network
under the new Veterans Choice Program.

VA Response: Concur. VA recognizes the important role that academic health centers
and health professional schools have played in VA's health care system. VA has
extensively emphasized the importance of this unique partnership. Therefore, the New
Veterans Choice Program (VCP) described in the Plan to Consolidate Programs of
Department of Veterans Affairs to Improve Access to Care includes academic affiliates
as members of the VA Core Network.

Note: Generally, responses are annotated as VA Response: Concur/Concur-in-
Principle/Non-Concur
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Actions to implement:

VA Action Plan—Name of Recommendation

Steps to Implement | Lead Office | Other Tasks Due Current | Contact
Recommendation Offices Date Status Person
(DFO)
Recommendation 1: Office of the | VBA, VHA will On- Currently | Jane M.
The Committee notes | Department | NCA, collaborate | going meeting | Doe, Office
that the... of Veterans | OALC with... FY to outline | of VA, (202)
Affairs 2018 the 555-XXXX
process
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APPENDIX B - Committee Report / Recommendations Flow Chart (concurrent
process)

VA Advisory Committee releases
Report and/or Recommendations to VA

-~ N\

Vetting Unvetted or Clean
Report/ Report/
Recommendations Recommendations

VA Administration/Program Office

Supportmg the Advisory Committee VA Administration/Program Office
Receives the Unvetted/Clean excludes VA Supporting the Advisory Committee
Responses Report/Recommendations 1. Receives the Unvetted/Clean excludes VA
Enters itin the Correspondence Tracking Responses Report/Recommendations
System _ _ 2. Emails it directly to ACMO mailbox at:
Make appropriate assignments to VA vaadvisorycmte@va.gov or via interoffice
entities required to prepare VA Response mail at ACMO (00AC)

Roll up all VA Responses received, prepare

final Report/Recommendations Package

(including required supporting documents)

After the VA administration or program l
office receive all required concurrences

submit final HARD COPY package to ACMO

(00AC)

Reviews and uploads the unvetted
report/recommendations to the GSA FACA

ACMO (00AC) Database
Reviews final Hard Copy package or email
electronic copy, provide feedback, if any
Makes appropriate assignments to OLCA,
OGC and OPIA for review/concurrence
After OCLA, OGC and OPIA concurs,
ensures accuracy and quality of package
assembly
Obtain/upload ACMO concurrence
Make assignment to EXECSEC

}

Executive
Secretariat — Secretary — .
(001B) (00) Library of

Congress

l ACMO

House/Senate


mailto:vaadvisorycmte@va.gov

APPENDIX C = SMART RECOMMENDATIONS - TEMPLATE

EXAMPLE SMART RECOMMENDATIONS — TEMPLATE

Using the SMART Recommendations template may help improve results. The template
clarifies exactly what is expected and the measures used to determine if the
recommendation is successfully implemented and end-state achieved.

The template uses the acronym S.M.A.R.T. meaning:

Specific (and strategic): Linked to Department’s mission, position summary, strategic
plan or Committee charter. Answers the question—Who? and What?

Measurable: Can the success toward accomplishing the recommendation be
measured? Answers the question—How?

Actionable: Can the recommendation be achieved through reasonable action and
investment of resources?

Realistic (results oriented): Is the recommendations within scope or can it be aligned
with current mission tasks, projects or initiatives; does it focus in a defined area; and
does the recommendation include an desirable result or end state.

Time framed: Does the recommendation have a clearly defined time-frame; a target or
deadline?

Examples:

A poorly written SMART recommendation:
e VA should improve employee communicating skills.
Does not identify a specific measurement, time frame, nor identify why the
improvement is needed or how it will be used.

A better written SMART recommendation:

The Department should work to rapidly deploy outreach multipliers/enablers like
expanding the number of full trained public affairs officers and deploying them more
frequently, allotting more individual employee public engagement skills training hours to
maximize one on one Veteran knowledge provider opportunities, dedicating more VA
senior leader to conduct public outreach / issues interviews (TV, Radio, Print) and
expand the functionality of enterprise web pages to better reach and inform stakeholder
audiences. VA should complete this recommendation by January 2018 and annually
publish the results by March of each year between 2016-2018..
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EXAMPLE SMART RECOMMENDATIONS — TEMPLATE

Specific - WHO? WHAT?

Measurement/Assessment — HOW?

Actionable — REASONABLE?

Realistic — DESIRED RESULT?

Timed — WHEN?
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APPENDIX D = SAMPLE CHARTER DOCUMENTS

Charter Establishment, Renewal or Amendment Package(s):

Left Side of Folder

Right Side of Folder

VA Form 4265 — Concurrence and
Summary Sheet - Concurrence(s) (i.e., 10,
20, 40, 002, 00AC)

Memorandum to Secretary (00)

Comments provided during concurrence(s)
(Immediately placed/filed under the
respective administration or program office
concurrence sheet)

DRAFT — Established, Renewed, or
Amended Charter

A copy of the Committee’s most recent
Annual Operating Plan

Filing Letters to House and Senate of
Veterans’ Affairs Committees (include
SECVA's signature block) but these are not
required to be on letterhead

A copy of the Committee’s most recent
Annual Assessment of Activities

Filing Letter to Library of Congress (include
CMQO'’s signature block) to be provided to
ACMO on VA letterhead

Current Charter

If statutory, a copy of the Committee’s
statute.

Current Membership Balance Plan

VA Form 0907 — Strategic Communication
Review/Summary and Approval Sheet

List of Required Charter Documents:
e Charter initial, renew or re-establish;

e Membership Balance Plan initial or revised,;
e Committee’s initial or most recent Annual Operating Plan (See Appendix D1);
e Committee’s most recent Annual Assessment of Activities, required if charter is

renewed or re-established;

e Letters to the House and Senate of Veterans’ Affairs Committees (See Appendix

D2);

e Letter to Library of Congress (See Appendix D3);
e VA Form 4265, Concurrence and Summary Sheet (assignments to 02, 002, 009,

and 00AC) (See Appendix D4);

e VA Form 0907, Strategic Communication Review/Summary and Approval Sheet

(See Appendix D5); and

e Current charter, and if statutory, copy of the Committee’s statute.

Reminder: Please use the most currently dated VA Form 0907 or VA Form 4265.
To ensure you do, please visit the VA Forms at https://vaww.va.gov/vaforms/.
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APPENDIX D1 — SAMPLE CHARTER DOCUMENTS Charter Establishment
(Annual Operations Plan)

DEPARTMENT OF VETERANS AFFAIRS

VETERANS’ FAMILY, CAREGIVER, AND SURVIVOR ADVISORY COMMITTEE
ANNUAL OPERATIONS PLAN

JANUARY - DECEMBER 2021

The Department of Veterans Affairs (VA) Veterans’ Family, Caregiver, and Survivor
Advisory Committee (Committee) was established under the authority of the
Department of Veterans Affairs. The Committee provides advice to the Secretary of
Veterans Affairs, through the Chief Veterans Experience Officer, Veterans Experience
Office. The advice will be related to Veterans’ families, caregivers and survivors across
all generations, relationships, and Veteran status; the use of VA care and benefits
services by Veterans’ families, caregivers and survivors, and possible expansion of
such care and benefits services; Veterans’ family, caregiver and survivor experiences,
and VA policies, regulations and administrative requirements related to the transition of
Servicemembers from the Department of Defense to enroliment in VA that impact
Veterans’ families, caregivers and survivors; and factors that influence access to, quality
of, and accountability for services and benefits for Veterans’ families, caregivers and
survivors. The Committee will report to the Secretary, through the Chief Veterans
Experience Officer, Veterans Experience Office. Members are selected from among
various sectors and organizations, including but not limited to Veteran-focused
organizations; military history and academic communities; Veterans Service
Organizations; Military Service Organizations; the National Association of State
Directors of Veterans Affairs; non-profit, private and corporate partners; the Federal
executive branch; research experts; service providers; Veterans’ families, caregivers,
survivors; and leaders of key stakeholder associations and organizations.

The Committee will be comprised of not more than 20 committee members, who will be
appointed by the Secretary of Veterans Affairs. Members will be comprised of a cross-
section of stakeholders that support Veterans’ families, caregivers and survivors. The
estimated annual costs associated with supporting the Committee are at $535,000 to
include costs for travel and meetings and 2.5 full-time equivalent staff

Expected 2021 Committee Activities:

» Advice on how VA can assist and represent Veterans’ families, caregivers and
survivors, including recommendations regarding expanding services and benefits
to Veterans’ families, caregivers and survivors who are not currently served by
VA, and related policy, administrative, legislative and/or regulatory actions;

» Advice on incorporating lessons learned from current, and previous, successful
family research and outreach efforts that measure the impact of provided care
and benefits services on Veterans’ families, caregivers and/or survivors;

22



* Advice on collaborating with family support programs within VA and engaging
with other VA and non-VA Advisory Committees focused on specific
demographics of Veterans and their families, caregivers and survivors;

» Advice on working with interagency, intergovernmental, private/non-profit,
community and faith-based organizations to identify and address gaps in
services;

* Advice on utilizing journey mapping or other means to depict the experience life
cycle of families, caregivers and survivors of Veterans to create a more holistic
understanding of important life cycle events and their impacts, and to ensure
accountability;

* Advice on Veterans’ family, caregiver and survivor experiences, and VA policies,
regulations, and administrative requirements related to the transition of
Servicemembers from the Department of Defense to enrollment in VA that impact
Veterans’ families, caregivers and survivors;

« Advice on integrating Veterans’ families, caregivers and survivors into key VA
initiatives such as access to care, suicide prevention and homelessness; and

* Provide such reports as the Committee deems necessary, but not less than one
report per year to the Secretary, through the Chief Veterans Experience Officer,
Veterans Experience Office to describe the Committee’s activities, deliberations,
and findings, which may include but are not limited to: 1) identification of current
challenges and recommendations for remediation related to access to care and
benefits services of Veterans’ families, caregivers and survivors; and
2) identification of current best practices in care and benefits delivery to
Veterans’ families, caregivers and survivors, and the impact of such best
practices.

Elements of the Plan:
e The Committee will have at least one meeting in 2020.
e The Committee may authorize subcommittees to perform specific projects or
assignments as necessary and consistent with its mission.

Submitted:

Johnny Doe Wells Date
Executive Director, Medical Benefits

James Rogerson Doe Date
Chair, Veterans’ Family, Caregiver and
Survivor Advisory Committee

Jane Kennedy Doe Date
Designated Federal Officer
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APPENDIX D2 — SAMPLE CHARTER DOCUMENTS Charter Establishment
(Letters to House and Senate)

The Honorable Jerry Moran
Ranking Member

Committee on Veterans’ Affairs
United States Senate
Washington, DC 20510

Dear Senator Moran:

| am pleased to announce the establishment of the Department of Veterans
Affairs (VA) Veterans’ Family, Caregiver and Survivor Advisory Committee (Committee),
which will provide advice to the Secretary of Veterans Affairs, through the Chief
Veterans Experience Officer, Veterans Experience Office, related to:

e Veterans’ families, caregivers and survivors across all generations, relationships,
and Veteran status;

e The use of VA care and benefits services by Veterans’ families, caregivers, and
sSurvivors;

e Veterans’ family, caregiver and survivor experiences and VA policies,
regulations, and administrative requirements related to the transition of
Servicemembers from the Department of Defense to enroliment in VA that impact
Veterans’ families, caregivers and survivors; and

e Factors that influence access to, quality of, and accountability for services and
benefits for Veterans’ families, caregivers and survivors.

For your information and compliance with the Federal Advisory Committee Act, |
have enclosed a copy of the charter for the Committee. The charter provides additional
information on the duties and responsibilities of Committee members.

Similar letters have been sent to the leaders of the House and Senate
Committees on Veterans’ Affairs.

Sincerely,

Denis McDonough

Enclosure
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APPENDIX D2 — SAMPLE CHARTER DOCUMENTS Charter Renewal
(Letters to House and Senate)

The Honorable Mike Bost
Ranking Member

Committee on Veterans’ Affairs
U.S. House of Representatives
Washington, DC 20515

Dear Representative Bost:

Enclosed is a copy of the renewed Charter for the Veterans’ Family, Caregiver
and Survivor Advisory Committee in accordance with the Federal Advisory Committee
Act, title 5 U.S.C., App. 2.

A similar letter has been sent to other leaders of the House and Senate
Committees on Veterans’ Affairs.

Sincerely,

Denis McDonough

Enclosure
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APPENDIX D3 — SAMPLE CHARTER DOCUMENTS Charter Establishment
(Letter to Library of Congress)

DEPARTMENT OF VETERANS AFFAIRS
Washington DC 20420

October 31, 2021

Miraoslav Lazarevich

Federal Advisory Committee Desk

Library of Congress

Anglo-American Acquisition

Government Documents Section, Room LM-B42
101 Independence Avenue, SE

Washington, DC 20540

Dear Mr. Lazarevich:
Enclosed are eight copies of the new Charter for the Department of Veterans
Affairs, Veterans’ Family, Caregiver and Survivor Advisory Committee, which is

forwarded in accordance with the Federal Advisory Committee Act.

Sincerely,

Jeffrey A. Moragne
Advisory Committee Management Officer

Enclosures
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APPENDIX D3 — SAMPLE CHARTER DOCUMENTS Charter Renewal
(Letter to Library of Congress)

DEPARTMENT OF VETERANS AFFAIRS
Washington DC 20420

October 31, 2021

Miraoslav Lazarevich

Federal Advisory Committee Desk

Library of Congress

Anglo-American Acquisition

Government Documents Section, Room LM-B42
101 Independence Avenue, SE

Washington, DC 20540

Dear Mr. Lazarevich:
Enclosed are eight copies of the renewed charter for the Department of Veterans
Affairs (VA), Veterans’ Family, Caregiver and Survivor Advisory Committee, which is

forwarded in accordance with the Federal Advisory Committee Act.

Sincerely,

Jeffrey A. Moragne
Advisory Committee Management Officer

Enclosures
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APPENDIX D4 — SAMPLE CHARTER DOCUMENTS Charter Establishment
(VA Form 4265, Concurrence and Summary Sheet, page 1)

CONCURRENCE AND SUMMARY SHEET
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e E statiksturent Charter for the Velssans' Family, Caregiver and - x
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1234567
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APPENDIX D4 — SAMPLE CHARTER DOCUMENTS Charter Establishment
(VA Form 4265, Concurrence and Summary Sheet, page 2)

COMCURRINCE AND SUMMARY SHIET
L

PURPOGE - DACUSEIN - NPUCATIONS
PURPOSE: To estabiish the Veterans' Family, Camgiret and Survivar Advisory Commiliee undet
authority of the U. S Department of Vedarans Affairs (VA) The Commities & astablished in accordance
with the provision= of the Federal Advisory Commities Act (FACA). s amended. S US.C. App. 2.

DISCUSSION: The Commuliae provides adyice 1o the Secretacy, through the Chief of Vetegns
Expecience Officer, Velerans Experienoe Office; advioe relaed 1o Velsrans' familes, ciregivers and
survivors across aff generations relatonship and Vedeosn stafise

The aclivites of fie Commatiee nciuded, bul not bmiled to.
~ Advice on how VA zan asaist and represent Velerans' families, caregivers and sunvivars, including
recommendalions regarding expanding services and benefits 1o Velerans' family members,
caregivers and survivars who are not currently sevved by VA, and related palicy, adminisiradive,

legesiative andior regulsiory actions;

» Advice on incorparaling lessons karned from current, and prevaus successid imiy research
and cuteach efforts il measure the mpact of provided care and banafils sanices on Vetarans'
farnily, caregives andfor survivors, and

~ Advioces on cocliaborating with family subport programs within VA and angagng wilh othes VA and
non-VA advisory commitiees focused oh specific demogtaphics of Velerans and iheit families,

IMPLICATIONS: The Secretary will sign the charter establishenent, and the clarter will get et with the
House and Senale on Velerans' Affairs and the Litrary of Congress.

| o= ) - . g

Jason Thomas

VEO-30 Imz) 6748080 |Chiefl Velerans Experance Officer |0&31!2ﬂ21
W Caa ST I3 I T e ——— L ek

O VAY IS D
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APPENDIX D4 - SAMPLE CHARTER DOCUMENTS Charter Renewal
(VA Form 4265, Concurrence and Summary Sheet, page 1)

CONCURRENCE AND SUMMARY SHEET

LT T . —F T
SULEST Advisory Committee on Sample Benefits of Veterans Charter AN N AL i vyl el
Renswal
T EE UOMPLE TELD EY EEECUTIVE SSCRSTAMAT (0UES
A ARRE DO TROL. O HERIT OF FDVTONER
0123456
LOPCUHNENLES - 10 EE DETEMSINEL EY THES UFILENA TIRG L FEGE
PI:H:”I.E. MHHEA?:!H. P!;..:Iil:- DATE LT CHTE
RLQiRIT CLOMENT SEMEFOL L] COMCURRINGE AR DN OURRE RO ouT
VLTERAMNS WEAL TH AIRIINES TRA TN 1L
b VETERAMS GENOFITS ADRIN I STRATIH
YLTERANS DIFCREDNCE T TCC
HATIOMAL CEMCTIRY
AR ST T
OFFECE OF RESPEC TOR SRR AL BT
OFFECE OF ADDOUNTRELITY B n
WHETLEDLCWER PROTEDTICN "
® OFFECE OF PLUBLE AN 312
TR IRAMINTAL &FTAIED =
OFFECE OF ADOLESTEON, LODETICS & 33
0 ST TN
CFTFECC OF EARAGIMIIN T 304
TATEL LT RF A TN AR
TECHSCLIRGT -
OFFECE OF HLUMAN RESOURCES AND
AWM S TR TR FIAA TN S [
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LIS
OFFECE OF SMALL K DESADYENTRGET oesn
DLUSHESS UTLIATION
WHITE WU EE LLAESOR WL
K [aad By Do e ki Sgierre CoThod BEAL
FMMIT OF SUTHCRTIC SMEMER SIERATLRE OF WITAETIHG KEY OFFICLL O AUTHOACID SIGMER | OETE
Debra Jacobs Doe OF 3172021
Wk FORW SUFTRIEDES W FORM £OEF, FEO 206
T S0 4265 Wa-hTi EEY OC USED
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APPENDIX D4 — SAMPLE CHARTER DOCUMENTS Charter Renewal
(VA Form 4265, Concurrence and Summary Sheet, page 2)

CONCURRENCE AND SUNMMARY SHEET
(Corzmraed)

PURPOSE - DISCUSEION - IMPLUCATIONS

PURPOSE: The Advisory Committee on Sample Benefits of Veterans (Commtee)wasestabhshedon
October 15, 20217. The cument charter is set to expire on October 15, 2021.

DISCUSSION: The Committee advises the ry on matters affecting the Veterans initatives and
benefits transformation, related to rebuilding trust Veterans and stakeholders, improving service

deld mmabwsmVemmsbme&stesandsem\gmemforbnger-brmexm
an .

The Federal Advisory Committee Act requires that charters be renewed every two years and copes filed
with the standing ccmmn:eesoﬂhe HouseandSenaﬁehavalz“mere!evamlegslaWejunsdnm of that
Department. Changes in the renewed charter are primarnily

IMPLICATIONS: The Secratary will the charter; and the charter wil get filed with the
House and Senate on Veterans’ Aﬁ:nmwma%mss. ot

NAME OF CONTACT SIGNATUSE OF INTIATING ASSISTANT SECATTARY, ADMNITRATION HEAD OR KIY STAST OFTICE OFFICIAL
Theresa Jackson Alright

SYNDOL EXTEMSION e DATT

VBA-22 (202) 555-1111 Q773172021

WA R OB, LT 0 SUPCRSEDES WA FORN £08 FT0 2015 Phsa 3

WHCH MAY DE USED
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APPENDIX D4 — SAMPLE CHARTER DOCUMENTS Charter Amendment
(VA Form 4265, Concurrence and Summary Sheet, page 1)

CONCURRENCE AND SUMMARY SHEET

“ Am=ndment to Advsory Canmyniltes on Medical Benefits

I 07T O] ¢ T —T v

TO BE COMPLETED OV EXECUTIVE SECRETARMT (2018

Aisraesy CONTRCL MO WA X SRV AR
2081736
CONOURSSNCES - TO BE DETEAMMNED BY THE ORIGNATING OFFICE
= v imas e — an
Sty LAY o Ot hae ok RINLOMVCLRSE ACE eur
M | VETERAMS AL TW ADARIES SRATION

|

VETERAMS Slrvh PO S ADSIEST A Nl

J

VETERANS Lmdeinct cHcs

VTR RGOV OO T AL ASS A

sis
COma ! f oo

o ouy

LAGELATIER AFF ASTE

CHICE OF THl UbMERAL COuNSEL

-
WCSvE 35 UTLZATION

Pati iy L Bibe Ma @gerasid (T

(I8} S| [S8] (&8 &) -

= MGMATURS OF ITWATIND K5Y OFF 1AL OR AUTHORULD MOMGH [OATE

Evgene Wellinglon Doe DE/30/2021
7™ BPSRSEDEE VA FORM 1, Pl 20

;Ya.m ‘2“ mmu‘uu&: — o
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APPENDIX D4 — SAMPLE CHARTER DOCUMENTS Charter Amendment
(VA Form 4265, Concurrence and Summary Sheet, page 2)

CONCURAINCE AND SUMMARY SMIET
1€ matimnnets

PURPOGT - DISCUSSION - IMPLICATIONS
PURPOSE: To amand the current Advisary Commilite on Medcal Benefits (Commilies ) 0 increase
membership fram “no more Sian *12 membets 10 "up o 20° members

DISCUSSION: The Cammniliee i 8 Foderaly.chanered adviscry commilies, establishad pursuant to
bl 38 U S C secion 11110 It primaily provides advics and consultation $o the Secretary and Under
Secretary for Health on varnious matiers relang 1o care and treatment and other maliars pattinent lo he
Vetarans Health Admanistration.

By statute, fie Commitise mambesship shall include disabled Veterans, members of the medcal
dental, podiabric, optometric and alled healih professions and ather invididuals consdered by (he
Undes Secretary for He=alth {0 have expenence perinent to the misaion of the Velsrans Heallh
Adminisiration

IMPLICATIONS: The approved the norsases in membership of the Advisory Commeties on Medical
Bensfils will expond the scope of Subject Matler Expevts and provide n Gitty bafanced membership.

Ll

(202) 5550000 |Medical Health Diwector 063072021

EITRMIDE 30T 330 MPCISE0RE VA FORM O, 55l 201, ¥
WO UAY B U
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APPENDIX D5 — SAMPLE CHARTER DOCUMENTS Charter Establishment
(VA Form 0907, Strategic Communication Review/Summary and Approval Sheet)

VA %1 b SUMMARY AND APPROVAL SHEET
WAME OF ORGIHATOR VIEAD RO EaTE TATE D2
Stewe Doe Madden 202-251-0000 1234587 OFA1r2021 O 202 1

MARIE OF DMECLUTTWE SDORCTARY STAFF | SURIDTT

eterans’ Family, Caregiver and Sureivor Advisory Committee Charter
Establishment Package
ROUTIRG THITALE GATE COMMEN TS

™ EXECSET

W CEpooEVE

O POCRSR NS L

= COEVE

DEPSEDVE

W spouk

DOEC URADNCE

Boerstler (VED) 7/7/21; Johnson-Doe (OCLA) TH7/21; Doe-Jackson (OPIA) 7/24/21: Hogan (OGC)
8/2/21; Moragne (ACMO) B/3721; Sr. Advisor (Kabat) /521

EXECUTIVE SUMMERY | Exmomve Bummany Instrucsion
Purposs - DISCUsson - Recommendaion
Purpose: This charter establishes the Veterans' Family, Caregiver and Survivor Advisony Committes
{Commitiee) under the authonty of the U_S. Department of Veterans Affairs (VA). The Committees is
being established in accordance with the provisions of the Federal Advisory Commitiee Act, as
amended, 5 U.5.C., App. 2.

Discussion: Charer establishment of the Committes i to provide advice to the Secretary related o
Veterans' families, caregivers and sunivors across all generations, relaticnships and Vetzran status;
the use of VA care and senvices by Veterans' families, caregivers and swrvivors, and possible
expansion of swch care and benefits senvices; Veterans' family, caregiver and swrvivor expenences,
and VA policies, regulations and admanistrative requirements related to transition of Service members
from the Department of Defense to enrcllment in WA that impact Veterans” families, caregivers and
survivors; and factors that influence access to, quality of. and accountabiity for senices and benefits
for Veterans' families, caregivers and sunsivors.

Recommendation: The Secretary approves the Committes charter establishment packags.

R 0807
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APPENDIX D5 — SAMPLE CHARTER DOCUMENTS Charter Renewal
(VA Form 0907, Strategic Communication Review/Summary and Approval Sheet)

VA ﬁt i sllin SUMMARY AND APPROVAL SHEET
MARIE OF ORSCIMATOR WITAT BT JOATE CATE DUE
Debra Jacobs Doe 0123458 e 2021 1022021
R AT SR A ﬂqunry Committes on Sample Benefits of Veterans Charter Renewal
Package
Pl LTl THI GATE COMMENTS

B EXEC SEQ
X oEpoomua

O POCPEA A AA L
A==

DEPSEIVA
W SEOWA
DT URRONCE

Murphy (VBA) 8/3/21; Johnson-Doe (OCLA) 815/21; Doe-Jackson (OPLA) 8/15/21; Hogan (0GC)
8/2921: Moragne (ACMQ) B/2721; Sr. Advisor (MacDonald) 373721

EXECUTIVE SUMMARY | Exsoutve Summany Instrucion

Purpose - CESCUSEIoN - Recomimendaton
Purpose: The Advisory Commitiee on Sample Veterans Benefits of Veterans (Committes) was
established on October 15, 2017, The curment charter is set o expire on October 15, 2021.

Discussion: The Committes advises the Secretary on matters affecting the Veterans initiatves and
benefits ransformation, related o bulding trust with Veterans and stakeholders, mprowing senvice
delivery with a focus on Veterans benefits outcomes, and setting the course for konger-term
excellence and reform.

The Committee has held five meetings (December 2020, February 2021, May 2021, July 2021 and
September 2021). A mesting is curmently scheduled October 21 and October 22, 2021.

The Federal Advisory Committee Act requires that charters be renewed every two years and copies
filed with the standing committees of the Howse and Senate having the relevant legislative perisdicton
of that Depariment. The current charier expires on October 15, 2021, Changes in the renewed charter
are prmarily administrative.

Recommendation: The Secretary approves the proposed charter renewal and signs the transmittal
letters to the House and Senate on Veterans' Affairs Committees.

o (G807
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APPENDIX E = SAMPLE MEMBERSHIP DOCUMENTS

Membership Nomination, Appointment, Reappointment or Termination
Package(s):

Left Side of Folder Right Side of Folder

VA Form 4265 — Concurrence and Memorandum to SECVA (00)
Summary Sheet — Concurrence(s) (i.e.,
10, 20, 40, Senior Advisor, 00AC)

Comments provided during concurrence(s) | Biographies of Members
(Immediately placed/filed under the
respective administration or program office
concurrence sheet)

Current Charter Decision Document (include SECVA’s
signature block)

If statutory, copy of the Committee’s Reappointment Letter(s) (if applicable)

Statute

Current Membership Balance Plan

New Appointment Letter(s) (Media Service
prepares/prints the Certificate of
Appointment for new members with
Secretary signature only)

Membership Profile Sheet Termination or Thank You Letter(s) (if

applicable)
(ACMO prepares/prints the Certificate of
Appreciation)

VA Form 0907 — Strategic Communication | Non-Selection Letter(s) (if applicable)
Review/Summary and Approval Sheet

Possible attachments (new appointees):
1. Ethics (most recent version)
2. Current Charter (signed)

List of Required Nomination or Membership Documents:

Memo to Secretary (from administration or program office official) (See
Appendix E1);

Biographies of Members (See Appendix E2);

Decision Document (See Appendix E3);

Reappointment Letter, if applicable (See Appendix E4);

Appointment Letter, if applicable (See Appendix E5);

Termination or Thank You Letter, if applicable (See Appendix E6);
Non-Selection Letter, if applicable (See Appendix E7);

Copy of current Charter;

Copy of current Membership Balance Plan;

Membership Profile Sheet, required if charter is renewed or re-established (See
Appendix E8);

VA Form 4265, Concurrence and Summary Sheet (assignments to 00AC) (See
Appendix E9); and
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e VA Form 0907, Strategic Communication (See Appendix E10).

Reminder: Please use the most currently dated VA Form 0907 or VA Form 4265.
To ensure you do, please visit the VA Forms at https://vaww.va.gov/vaforms/.
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APPENDIX E1 - SAMPLE MEMBERSHIP DOCUMENTS (Memo to Secretary)

Department of

Veterans Affairs Memorandum

Date:
From: Under Secretary for Benefits (20)

Subj: Recommended Reappointments/Appointments to the Advisory Committee on
Sample Compensation Benefits (VIEWS XXXXXXX)

To: Secretary (00)

1. The purpose of this memorandum is to provide recommendations and

request approval for four reappointments, six new appointments and seven
terminations to the Advisory Committee on Sample Compensation Benefits
(Committee). The remaining two members shall continue as members under their
current appointments.

2. The Committee is authorized under title 38 U.S.C. § 1111, and

is charged with providing advice to the Secretary on the administration of existing
VA medical benefit programs, recommending needed changes to payment
benefit programs and services, and assisting in long-range planning and
development.

3. With respect to membership, 8 1111 provides that the Committee shall be
composed of persons who are eminent in their respective fields of education,
labor, and management and of representatives of institutions and establishments
furnishing education to eligible Veterans or persons enrolled under chapter 30,
32, 33 or 35 of this title and chapter 1606 of title 10.

4. | recommend Janice Doe, Lynn Doe, Joan P. Doe and Alexander Doe be
reappointed for a term of 2 years. Additionally, | recommend Jane Doe serve as
Chairperson. These are active participants who have demonstrated a high level
of interest and expertise in education. Their reappointment will provide continuity
and assist in the transition of new members.

5. I recommend that the terms of Michael Doe, Carolyn Doe, Dakduk M. Doe,

G. Dorothy Doe, K. Megan Doe, Minnie Mouse-Doe and Clara K. Doe be allowed
to expire without reappointment. These individuals have either retired, resigned
or moved to new positions. This provides the opportunity to appoint new
members.
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Page 2.

Subj: Recommended Reappointments/Appointments to the Advisory Committee on
Sample Compensation Benefits (VIEWS XXXXXXX)

6. | recommend appointing six new members to the Committee for a term of 2
years. They are Tanya Down, Dawn Down, Steve Down, Zaida Down, D. Wayne
Down and Annie W. Down. Their appointments would enhance the Committee’s
level of expertise and diversity in accordance with the Committee’s Membership
Balance Plan.

7. Attached are brief biographical summaries, a decision paper, and letters of
reappointment, appointment and termination for your approval and signature.
Also included are the appointment and appreciation certificates.

8. Should you need further information, please have a member of your staff
contact Ms. Gentry Boyd-Doe, Senior Advisor and Director, Medical Service
Benefits Program at Gentry.BoydDoe@va.gov or 202-461-0000.

Helen Doe-Shirer

Attachments
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APPENDIX E2 - SAMPLE MEMBERSHIP DOCUMENTS (Biographies of Members)

Biographies for Reappointments and New Appointments on the
Advisory Committee on Sample Compensation Benefits

Recommended for Reappointment for a term through June 2023:

Elisandro (Alex) T. Riojas
Hispanic

Mr. Riojas has served 13 years in the U.S. Navy Reserve as a Combat Photographer.
He has served two tours of duty in support of Operation Iraqi Freedom. He is currently
the founder, editor, and publisher of “The Orange County (OC) Sentinel” magazine and
owner of Alex Riojas Productions. The OC Sentinel disseminates information on
benefits, resources, and events relevant to Veterans, active duty military members, their
families, civic leaders and the community at large.

Mr. Riojas has over 14 years of professional experience as a mortgage office and real
estate agent. He currently serves on the board of the Orange County Home Ownership
Prevention Collaborative; with an emphasis on helping Veterans preserve their homes.

In addition, Mr. Riojas currently serves as the Commander of the American Gl Forum’s
Rudy Escalante Chapter. He has played an active role in several Veteran events in his
community to include: serving as the Public Affairs Officer for the Inaugural Orange
County Homeless Veterans Stand Down; organizing Committee-member for the Moving
Wall’s visit to Garden Grove, California; and facilitating a Veterans Conference at Santa
Ana College. Mr. Riojas resides in California.

Recommended for Reappointment as Committee Chair for a term through June
2022:

Patricia Williams-Niles, Lieutenant Colonel (LtCol), U.S. Air Force (Retired)
African American

In 2003, Ms. Williams-Niles retired as LtCol, having completed 26 years of active duty
and reserve military service. Indicative of her compassionate and empathetic nature,
LtCol Williams-Niles’s retirement has not been one of inactivity as demonstrated by her
committed involvement on behalf of Veterans. She is affiliated with many community
organizations, serves on numerous Committees and volunteers countless hours. Her
passionate outreach and services extend throughout the United States and assists
Veterans in various capacities.

LtCol Williams-Niles’s loyalty, ability to multi-task, and dedication to the well-being of

fellow Veterans has not gone unnoted. She has been the recipient of prestigious awards
at the National, State and local levels, acknowledging her contributions.
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APPENDIX E2 - SAMPLE MEMBERSHIP DOCUMENTS (Biographies of Members)

LtCol Williams-Niles holds an Associate Degree of Applied Science in Nursing (New
York City Community College), a Bachelor of Science in Nursing (Brownweller College,
New York City) and a Master’s Degree in Public Administration in Health Service
Management (Golden Gate University, San Francisco, California).

She is married to George Kelley Niles, a Korean War Veteran, who is actively serving in
the community. LtCol Williams-Niles has one son, Kyler, who resides in Denver,
Colorado with his wife, Marines, and the “gems” of her life, her grandchildren --- Jai,
Jaelyn, Jaeren, and Jacob. When LtCol Williams-Niles takes time out to enjoy leisure
and relaxation, her interests include traveling, reading and attending cultural events.
She currently resides in California.

Recommended for New Appointments for a term through June 2024:

Marvin American Horseman, Jr.
Native American

Mr. American Horseman is a Laguna Tribal Member who belongs to the Road Runner,
Little Parrot and Turkey Clans. He serves as the Tribal Veterans Service Officer for the
Pueblo of Laguna and the Co-Chair of the All Indian Pueblo Council Veterans
Committee.

Mr. American Horseman entered the U.S. Navy in 1993, and served 4 years as an
Aviation Electronics Technician, Aviation Warfare Specialist 2nd Class Petty Officer. He
specialized in the F-14 Tomcat Avionic and Radar Weapons Systems. Mr. American
Horseman served multiple tours to the Persian Gulf with Fighter Squadron Eleven (VF-
11) on board the USS Independence, USS Carl Vinson and the USS John C. Stennis.
He later entered the Hampton Roads Naval ROTC Unit and went to college at Old
Dominion University in Norfolk, Virginia. In 2001, Mr. American Horseman graduated
with his Bachelor of Science in Communication, and was commissioned as a 2nd
Lieutenant in the U.S. Marine Corps. He later attended Flight Training at Naval Air
Station Pensacola and Aviation Maintenance Officer School at Naval Air Station Whiting
Field in Florida. He served with Marine Air Wing Group 13 at Marine Corps Air Station in
Yuma, Arizona. Mr. American Horseman was elected and served as the 2nd Lieutenant
Governor for the Pueblo of Laguna in 2009-2010. He served as a member of the
Pueblo’s Energy Core Team for PNM, Continental Divide Electric Cooperative and New
Mexico Gas Company.

Mr. American Horseman also served as the Ex-Officio to the Laguna Development
Corporation, the Mid-Region Council of Government—Metropolitan Transportation
Board, the New Mexico State—Tribal Collaboration and Communication Work Group for
a Safer New Mexico and was a member of the All Indian Pueblo Council. Mr. American
Horseman resides in New Mexico.
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APPENDIX E3 - SAMPLE MEMBERSHIP DOCUMENTS (Decision Document)
DEPARTMENT OF VETERANS AFFAIRS

ADVISORY COMMITTEE ON SAMPLE
COMPENSATION BENEFITS

Recommend appointment (or reappointment) as Chair for a term through (i.e.,
January 2023):

Jane Doe, EdD, President/Director, ABC
Approved / Disapproved

Recommend reappointment for a term through (i.e., January 2023):

Janice Doe, President/VA Education
Approved / Disapproved

Recommend appointment as a new member for a term through (i.e., January
2024):

Tanya Down, Associate Director, Veterans Programs, American Council on Education
Approved / Disapproved

Dawn Down, Chief Voluntary Education Personnel and Readiness Military and Family
Policy: ABC
Approved / Disapproved

Recommend allowing term to expire:

Michael Doe, Associate Director, Washington Metropolitan Area
Approved / Disapproved

Elizabeth Taylor Doe, Executive Director, Revlon Veterans Corps
Approved / Disapproved

Denis McDonough Date
Secretary
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APPENDIX E4 - SAMPLE MEMBERSHIP DOCUMENTS
(Reappointment Letter)

Ms. Jane Doe
9144 Lexington Market Place
Fairfax, VA 22222

Dear Ms. Doe:

Thank you for serving as a member of the Department of Veterans Affairs
Advisory Committee on Sample Compensation Benefits (Committee). It is my pleasure
to reappoint you to serve another term as a Special Government Employee that will
expire at the end of January 2023.

Your contributions on the Committee have been, and continue to be, of
significant assistance to the Department and the Veterans Benefits Administration. |
appreciate your dedication to the Committee and look forward to having your
perspective and expertise on Veterans ratings and benefits

Again, please accept my deepest appreciation for your current and future
contributions to this very important Committee.

Sincerely,

Denis McDonough
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APPENDIX E5 - SAMPLE MEMBERSHIP DOCUMENTS
(Appointment Letter)

Tanya Down, Ph.D.
One Dupont Circle, SE, Suite 3333
Washington, DC 20000

Dear Dr. Down:

Thank you for your willingness to serve as a member of the Department of
Veterans Affairs (VA) Advisory Committee on Medical Benefits (Committee). It is my
pleasure to appoint you for a term through January 2024.

The Committee is authorized under title 38 U.S.C. § 1111 to provide advice to
the Secretary on the administration of medical benefits and training programs.

Enclosed are the Committee’s charter and the ethics rules for employees who
are Special Government Employees (SGE). The charter provides basic information on
the Committee’s purpose and responsibilities, and information regarding reimbursement
for travel/expenses. Please note that this a non-compensated appointment as an SGE;
and you will be subject to ethics rules for Government employees.

Please confirm your acceptance of this appointment by contacting
Ms. Paris Hilton, Designated Federal Officer, at 202-461-0000, or Paris.Hilton@va.gov.
Her mailing address is Department of Veterans Affairs (XXXX), 810 Vermont Avenue,
NW, Washington, DC 20420.

| look forward to working with you and the Committee.

Sincerely,

Denis McDonough

Enclosures
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APPENDIX E6 — SAMPLE MEMBERSHIP DOCUMENTS
(Termination/Thank You Letter)

Michael Doe, M.D.
1107 East Train Station Circle
Tacoma, WA 44444

Dear Dr. Doe:

On behalf of the Department of Veterans Affairs (VA), thank you for your
outstanding service as a member of the Advisory Committee on Medical Benefits
(Committee) and the countless hours you have dedicated to serving Veterans,
survivors, and their families.

Your membership term on the Committee expires on September 30, 2021. Thank
you for your countless hours you have dedicated to serving Veterans, survivors, and
their families. Your many years of service on this Committee has been invaluable.

On behalf of VA and Veterans who have benefited from your service on the
Committee, please accept the enclosed certificate in appreciation of your commitment
to helping our Nation's Veterans. Your dedication to service and your willingness to help
VA enhance the quality of services and programs available to Veterans are greatly
appreciated.

Sincerely,

Denis McDonough

Enclosure
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APPENDIX E7 - SAMPLE MEMBERSHIP DOCUMENTS
(Non-Selection Letter)

Paige Doe, M.D.
23 Bourbon Canal Place
New Orleans, LA 70116

Dear Dr. Doe:

Thank you for your interest in serving as a member of the Department of
Veterans Affairs (VA) Advisory Committee on Medical Benefits (Committee). The
Committee is authorized under title 38 U.S.C. § 1111 to provide advice to the Secretary
on the administration of medical benefits and training programs. With this noble
mandate, membership continues to be very competitive. At this time, you were not
selected for the 2021 Committee membership cycle. VA makes every effort to ensure
that the membership of the Committee is fairly balanced, in terms of points of view
represented.

Please consider resubmitting a nomination package for the next cycle, which will
be announced in the upcoming months, as several membership vacancies occur each
year. Again, | appreciate your willingness to serve our Nation’s Veterans.

Sincerely,

Denis McDonough
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APPENDIX E8 - SAMPLE MEMBERSHIP DOCUMENTS (Membership Profile Sheet)

Comenittee Chair ™ Committee M r Phone £ Mail Address
I Joane Doe l Gloria Holland l (202) 453 200CK l Glona Holland W ]uw Vurmont Avenos KW, Washington DC m}ol
liscretionary Commitieo Commiies Members L ts & Tarr R & Other Canded:

[ 2

Current Employment

VA National Academic Allilistions Council

03 Ethnic

Military Status

Members Appt. Date Reappt. Date  Exp. Date Rank vsoO St Notes

Jana Jackson D ¥1/2 4/1/2018 5/31/2020 Air Fores Officer ¥ Alican-Amencan None VA Prasident / Dirsctoe, ABC Acadenmy na ReAppoint
Jamice Doe 3/1/2018 4/1/2018 5/31/2020 Unknown Unknown F Caucasian None vl President / VA Educstion Subject matter expert Re it
Michael Doe 8/1/2015 9/1/2017 9/30/2019  Air Fores Enlisted W CEHAN Hone I Assodate Dwrecior, Washington Mebopoltan Area No longer WMA
Carolyn Doe-Johnson 8/1/20158 s/1/2017 8/30/2018 Unknown Unknown ¥ Caucasian None PA Farmer Chist Continsng Education Programs. ABC Retired from ABC
Mary Ann Wild Horse Appaint a5 Chair, No longer
10/1/2018 10/31/2020 Unknown Unknown £ Nastwve American  None WA Former President Student Veterans Act Now SVAN President No Change
G Derethy McCan 1/2015 s/1/2007 Army Officor F  Asian-Amencan Mone AZ Former President NAAC No longer NAAC Prasident  RISRIET
K Megan Newsdl 8/1/2015 /172047 MNawy Enlisted F  Asian-Amencan  None Az Mambar, NAAC na Terminate
Edwara Petarson Jr 8/1/201% s/1/2017 Unknown Unknown M Caucasian None Dc Mamber, NAAC nfa Terminate
Juan Doe Pugh 8/1/2015 S/1/2007 Coast Guarg Hispanig None DC Dureclor, Veterans Program. Amencan Councl on Education n/a Teeminate
Lynn Rrvers 3/1/2016 4/1/2018 Army Reserve Caucasian None GA Dirsctor. VA Education Subject matter expert ReAppoint
Sarah Jessics Sykes 172016 4/1/2013 / Unknown Unknown F Caucasian None LA Ditector, Louisisns State Uniessity, Viaterang Canter Subject matter expert ReAppalnt
Reddington Tumer Washington  8/1/2015 9/1/2017 9/30/2018 'Marine Enlisted M Afrcan-Amencan None VA Dusctor, Virginia Educational Banefits Services Subject matter expen w
Recommended Candidates Recommended By Military Staties ~ Rank  MIF Fehnic VSO  State Cusront Employmant Notes
Anta Baker Conrad Fedaral Register Solicitation Unknown Unknown F Caucasian None FL Former Director, Veterans Programs American Council on Education
Jelkey Bakar n/a Unknown Unknown M Caucasian None VA Chief Continuing Education Programs, ABC
Dawn Down Glona Holland, Directoe Unknown Unknown F Afncan-Amencan None DC Director National Veterans Employment of America
Tanya Down Emidos Juan Doe Pugh Unknown Unknown F Hspanic Al HA Presiden
Steven Tran Down nfa Manne Enlisted M Asian-Amencan  None NJ Owner, Educating Veter
Zadz Down nls Aarryy Enhisted ¥  Caucasian None VA Presadent, NAAC
P Wade Zepher Reddngton Tumer Washingion Ay Otficer M Afncan-Amencan None VA Former Dyector. Louiszana Stale Umnversity. Vetecans Centes
Other Candidates Recommended By Military Statis Rank M/F Ethnic vso State Cumrent Employment Notes

Federal Ragister Sohotaton Unknown Unknown £ Asian-American  None AL Professor. George Washington Uniessity

Comslius Pumew na Navy Enlisted M Hspanic Nane ™ Program Dessloper. VA Educaton Sendcs



APPENDIX E9 — SAMPLE MEMBERSHIP DOCUMENTS
(VA Form 4265, Concurrence and Summary Sheet, Page 1)

CONCURRENCE AND SUMMARY SHEET

SUREST Advisory Committes on Medical Benefits Membership Package (for

RLERIT CiF EDOPELELT B

T il 6 <l

2021 Cycle)
10 BE COMPLETED BY EXECUTIVE SEC RETARMAT (D01E)
ACMARES CONTROL MO MAMIT OF RTWIDNTR
BETESA3
CONCURRENCES - TO BE DETERMINED BY THE ORGENATING OFFIGE
RENCE OMOANGATICOAL moUTHG ATy ST L
OO ELEMERT TRATCIL. M COMCLUARIRCE [ L ouT
*® VETERAMS HEALTH ADIMINIS TR TEON 1K
VETERAMNS DENDFITS ADMNISTRATION
VITERAMNS DOFEREMIED OFTIOL
RATIOMAL CEMETIRY
AN S TR THOR
DFFICE OF IS PDC TOR SENERAL .-
OFFICE OF ACODUNTALITY & -
WHISTLEDLOAWER PROTDCTION i
DFFICE OF PUBLI ARND 13
KTIRGVIRAMINTAL ATTAIRL =
DIFICE OF ADOLESTION, LOGETICS & 31
0 ST T
DFFECE OF BUAKAGIVITNT 3
TATELL L7 NP hGA TRON ANL
TECHMOLINGH -
OFTACE OF HUWAK RESCUROES. AMD
AWM S TR TR CRATION S DOGTaT
SO LRITY AND PRCFARIDNCSS
OFFECE OF CMTERFRSD MTEDGAATION M
DITICE OF CONGACSSIONAL AMD .
LESELATIVE AFTRIRS
DCARD OF VITERAMS AFPLALS 4]
DFFICE OF THE GEMERAL DOUMSEL i
VETERAME SCRWCE DROAMIATION
LD
DFFICE OF SMALL & DISADYANTAGED o
DUSINESS UTILTATION
WHITE HOUSE LIASSON WL
» Lo micy Do mied Blansgsr e O L1
FUMMED OF AUTHORAZTD SKEIMER SIGRATURE OF KITWATIMG KLY CFFICIAL OR AUTHORELD SIGMER | DATE
Eugene Wellington Doe 08312021

Wk PO
CoOT 30D

SUFTRICDCS Wi FORM GRS DO 3O0E

4265 WsBCH WAY OF LSED
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APPENDIX E9 - SAMPLE MEMBERSHIP DOCUMENTS
(VA Form 4265, Concurrence and Summary Sheet, Page 2)

CONCURRENCE AND SUMMARY SHEET
(Cactyvaed)

PURPCEE - DiSCUSEION - IMPLUCATIONS

PURPOSE: To recommend the appointment of four new members, the reappointment of two members,
s»maﬂresmhankyoule&ersfahreemmberswhotermsexpnd or resigned and signature for
letters of regret for non-selected nominees.

DISCUSSION: Four nominees are recommended for new appeintment for one two term through
October 21, 2023: Lisutenant Colonel Leslie Kirk Doe (Max:m Air National G . Retired); Lisutenant
Colone! Kate Johnson McDonald (USM, Retred); Taylor Hubbard (USAF, Retired); and
Colons! Melinda Doe-Yarbrough | Retired). Two current members are recommended for

reappointment for one three-term through chber 21, 2024: Command Master Chief Octavia Hamilton
Spencer {USN, Remed) and Major Jacqueiine Hershel (Massachusetts National Guard, Active).

IMPLICATIONS: These members wil enhance the Committee’s level of expertise, as 1 relates 1o the
medical and educational benefits for Veterans, and will enhance diversity, with regards to branch of
service, wartime senvice and geographical representation.

RAVE OF CONTACT CGNATURE OF INTATING ASSISTANT GECRETARY ADMNSTRATION NEAD OR KEY STAST OFTICE OFFICIAL
Brenda Faas Everdy-Doe

AYNDOL TATENSION frme DATE

108 (202) 555-0000 |Medical Health Director 0873172021

VA e 4 LT o SUPERSEDECS VA FORW 008 FED 2015, Phse3

WHOCH MAY D USED
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APPENDIX E10 - SAMPLE MEMBERSHIP DOCUMENTS
(VA Form 0907, Strategic Communication Review/Summary and Approval Sheet)

VA %1 i i 8 SUMMARY AHD APPROVAL SHEET
MAMIT OF CIRSGHA TR WICAT R JSETE CATE DUE
Debra Jacohs Doe 1234587 OB 162021 10152021
W AT BERITE RrERETa— :ﬁ&lnqgnry Committes on Sample Benefits of Veterans Membership
Package (for 2021 Cycle)
FeOLUTING THITIALE DATE COMMENTS
™ EXECSEC
® DEPCOEVR
O POOP S NS L
W COEE
CEPSEDH
. SEOVA
DOSCIURRONCE
Lisberman (VHA) BM18721; Moragne (ACMO) 8527121
EXECLITIVE SUMMARY | Execumve Summary Instructon

Purposs - Disclsskon - Recommeniaion
Purpeesa: To recommend the appointment of four new members, the reappoiniment of bwo members and
obtaln signatures on thank you lethers for tiree memisers whose 1e7ms expired and for ong member who
resigned.

Discusslon: The new appoiniments of Mary Kate Asher, Katherine MgFlich Doe, Colonel Nelson Doe Rodgers
and Liswtenani Colonel Herman Ean|o are recommended one two-year term throwgh Cotobser 31, 2021, The
two reappoiniments, Jennifer Caleb Dioe and Grygen Brees, IS recommended to a one three-iemm through
Dchober 31, 2022, By statute, memoership must ensure adequate representation of minonty groups. TTis
Commies falis under the purview of The Vetarans Health Adminismanion.

These members Wit enhance the CommiTee’s level af experiise, a5 it reiates o fhe medica) benefts and wil
enhance dversiy.

Mate: If approved, the Commities membership wil be reflected In the demographic data below
DEMOGRAPHIC DATA: 12 committee members (Males: 8; Females: 4); Caucaslan 4 (33%); African
American: 3 {25%); Mative Amerkcan: 1 [3.3%); Hispanic: 2 {17%); Pacfic lsianger: 1 {B.3%); Aslan Amenican:
1 (8.3%) - Branches of miitary senice reprasenied: Alr Force, Marne and Navy.

The Committee serves all of WVelerans whose population ls: Caucasian: B0.5%; African Amecan: 12.7%;
Native Amencan: 0.2%; Hispanle: §.2%, Pacic Islander: 0.2%; Aslan Amemican: 1.6%; Two or More races:
2.4%; Other 1.5%. The Commiiiee |5 faiy-halanced based on the speclalized sl seis of BE members and the
demograghic group It represents.

Recommendaticn: |Tl1e Secretary approve the recommendations Included In this membership package.

T 0907
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